
Creating An 
Authorization



You are logged on as the traveler so under 
Official Travel click Authorizations/Orders



A new window will appear.  
This is your authorization 
screen showing you a listing 
of existing auths and ability 
to create a new auth.



To create a new auth, simply click 
Create New Authorization/Order



This is your initial itinerary.  First, 
you will need to select a starting point 
– either Residence or Duty Station  



Now enter a departing date by either 
manually typing the date in or using 
the calendar tool.



When the calendar tool window 
opens, just click on the date you wish.



Now you will need to select a Trip Type 
by clicking the drop down menu.



You will always select “Single Trip”.



Now you will 
need to select a 
Trip Purpose.



Now you will need to select or 
manually type in the dates when 
you are arriving at your per diem 
location & when you are leaving 
your per diem location.



Now you will need to select your 
per diem location.



Search for the 
location you will 
be traveling to by 
typing the first 3 
or 4 letters of the 
city.  

In this example, 
you will be 
traveling to 
Atlanta, GA. So 
type in “ATL” 
and click Search 
Location.



Any per diem city 
beginning with 
“ATL” will pull 
in from the 
search.

Simply click the 
radio button 
beside the 
appropriate city 
and click Select 
and Close.



Your document will now have a 
per diem location selected.



If you needed to select another location 
you could answer yes to item “C”.  For 
this example, you will just be going to 
one per diem location then returning 
home, so you will select No.



The screen will refresh and you will 
need to populate the Ending Point by 
clicking on Residence or Duty Station



Under Item ‘D’ are links to the 
reservation module or to a preview 
screen.  You will make air reservations 
so you need to select Air Travel and 
Click Save and Proceed.



After you have completed your initial itinerary, 
your authorization will basically open and you 
will be able to move anywhere in the document 
using the Navigation Toolbar.

Each tab that you click on in the Toolbar has 
another set of subcategories.  For example, the 
Travel tab has Air, Lodging, Rental Car, Rail, 
and Other Trans.



The Document Name is a system generated item.  
How that doc name is derived is as follows: 



The Document Name is a system generated item.  
How that doc name is derived is as follows:

First two characters: Traveler’s initials
Next characters: Per Diem Location
Next characters: Begin trip date
Next character: A (for Authorization)
Next characters: 01 (Just system generated #)



GovTrip queries air tickets by 
airport codes.  If you do not 
know the airport codes, 
simply type in the city.

GovTrip will search for 
flights in six hour blocks. 
Three hours prior & three 
hours after the time 
displayed.



Once you enter the city 
names or airport codes, click 
Search Availability



This window will pop-up 
letting you know that your 
request is being processed.



If more than one airport exists 
in the city, you will need to 
select the correct airport & 
click Search Availability



Once again, this window 
will pop-up letting you 
know that your request is 
being processed.



A long listing of 
flights will appear. 
You will need to 
place a check in the 
box next to the flights 
you would like to 
price.



A long listing of 
flights will appear. 
You will need to 
place a check in the 
box next to the flights 
you would like to 
price as you scroll 
down the page.



Scrolling down the 
page, continue to 
check all flights you 
wish to price.



Scrolling down the 
page, continue to 
check all flights you 
wish to price.



Scrolling down to the 
bottom of the page, 
you will need to click 
Price Flight(s)

Note: You can select 
up to ten flights at a 
time to price.

Once again, this window 
will pop-up letting you 
know that your request is 
being processed.



The three tickets 
we selected to 
price will appear 
on the right of the 
screen.

There will be three 
different ticket 
types you can 
select from…



TICKET TYPES. 
1. GSA City Pair w/Capacity Limits (Price will be highlighted in Yellow)

• These are simply government contracted fares at a discounted price (these 
fares are limited in supply and not all markets offer these discounted 
government fares).  Tickets are fully refundable and no penalty fees for 
cancellations or changes.

2. GSA City Pair (Price will be highlighted in Green)
• These are the standard government contracted fares (unrestricted coach 

fares).  Tickets are fully refundable and no penalty fees for cancellations or 
changes.

Note: Unless you meet one of the FTR exceptions, you are required to use 
either the GSA City Pair w/Capacity Limits or GSA City Pair tickets.

3. Me Too Fares (Price will not be highlighted)
• These are non-government contracted fares in which an airline did not win 

the contract route, but matches the GSA City Pair contract fare. These 
tickets may or may not be refundable and could carry penalty fees for 
cancellations or changes.  (By selecting one of these tickets, you will be 
required to provide a justification later on in this authorization - before 
electronically signing.) 



You will select the 
GSA City Pair 
w/Capacity Limits 
ticket for the first leg 
of the trip.

Click on Select & 
Continue.



The ticket will open up and 
appear on the left side of the 
screen.  You will have some 
options with each ticket.

You can select a window or 
aisle seat by simply clicking 
the dropdown.



Some airlines will give you the 
option of selecting a specific 
seat.

You can do this by clicking on 
Select Seat.

Again, this 
window will pop-
up letting you 
know that your 
request is being 
processed.



A Seat Selector window will 
appear and allow you to select 
your seat by clicking on any of 
the seats highlighted in blue.  

You have selected seat 21D for 
this flight.  Once selected the 
seat will turn green and the 
seat number field will be 
populated appropriately.  

Click Done once complete.



By clicking the OSI – Other 
Supplementary Information
link, you are provided with 
additional choices for the 
ticket.  



The OSI screen will 
appear and allow 
you to request items 
such as a special  
meal request (if the 
flight offers a meal)



The OSI screen will 
appear and allow 
you to request items 
such as a special  
meal request (if the 
flight offers a meal)



Accessibility needs 
and/or excess 
baggage are other 
examples for the 
type of items found 
under the OSI 
screen.

You also have the 
ability to save the 
choices made on 
this screen to the 
other legs on this 
trip or you could 
also save this to 
your permanent 
profile information 
(then this would apply 
to every trip).



Once finished with 
selections click Save



Each ticket will give you the 
opportunity to add a Frequent 
Flyer #.  You can also save 
Frequent Flyer #’s to your 
permanent profile 
information (this way the #’s 
automatically pull into the 
appropriate tickets).

Note: You have the 
opportunity to edit your 
profile information in every 
type of document you create 
in GovTrip (Your profile is 
under the Additional Options
tab)



This comment box is provided 
to allow you to make 
comments to the TMC (travel 
agent) if necessary.  

Please note that typing in this 
comments box will result in 
the TMC having to manually 
review the document. Because 
of this manual review, the 
TMC will consider this a 
“Touched Transaction” and 
charge your agency a higher 
fee.  

Fees: 
(Currently Being Negotiated) 



Once you have finished with 
your ticket, just click Save 
Selected Flight



Once you save the flight, the 
ticket information will show 
up on the right hand side of the 
screen – the ticket is saved at 
this point. As you can see, you 
are starting to build your 
itinerary.

Rule of thumb for the GovTrip 
software:
If the information is listed on the 
right side of the screen, it is 
saved.  If you only see the 
information on the left side of 
the screen and not on the right 
side, the information is probably 
not saved.



ALL tickets are one-way.

To get back home from 
Atlanta, you will need to select 
another ticket. Simple click 
Find Next Flight.



Your departure airport will 
automatically be populated 
with the airport in which you 
arrived -- GovTrip assumes that 
you will depart from the airport 
at which you arrived.

You will need to select an 
arrival airport.



You will need to select an 
arrival airport.



Once you have your arrival 
airport entered. Click 
Search Availability

Again, this 
window will pop-
up letting you 
know that your 
request is being 
processed.



A long listing of 
flights  will appear. 
You will need to 
place a check in the 
box next to the 
flights you would 
like to price.



A long listing of 
flights  will appear. 
You will need to 
place a check in the 
box next to the 
flights you would 
like to price.



Scrolling down the 
page, continue to check 
all flights you wish to 
price.



Scrolling down the 
page, continue to check 
all flights you wish to 
price.



Scrolling down to the 
bottom of the page, 
you will need to click 
Price Flight(s)

Once again, this window 
will pop-up letting you 
know that your request is 
being processed.



Again you select a 
flight by clicking 
Select & Continue by 
the ticket of your 
preference.  This time 
you will select a non-
contract carrier so you 
can see the audit fail 
that will be generated 
by selecting this type 
of ticket (you will see 
the audit fail at the end 
of this doc prep process 
– right before you 
electronically sign the 
auth) 



Just as before the ticket will 
open up on the left side of the 
screen providing you the 
opportunity to enter seating 
preference, accessing OSI, etc.

Just click Save Selected Flight
to save the ticket to your 
itinerary.



Once again by saving the 
flight, the ticket information 
will show up on the right hand 
side of the screen – the ticket 
is saved at this point and your 
itinerary continues to grow.



Now that you have the flights 
selected, you can move onto 
reserving your lodging 
accommodations. Simply go to 
the Navigation Toolbar at the top 
of the screen and click Lodging.  



The lodging screen will appear.

The check-in & check-out dates 
will correspond with your 
itinerary.

The software can search for 
hotels using three different 
methods: 

• By Hotel Name
• Near An Airport
• Near A City.

Choose near a city.



Once selecting near a city, the 
search distance defaults to 
search in a 10 mile radius.  
You can change this if you 
prefer to do so.

Click Search Accommodations
to begin query.

Again, this 
window will pop-
up letting you 
know that your 
request is being 
processed.



A listing of hotels will 
appear on the right 
side of the screen that 
you can select from.  
The government per 
diem allowed is also 
displayed.  As you 
look at the hotels, you 
can look for one that 
offers rates within 
your per diem.



To select a hotel, click 
Hotel Info & Pricing

Again, this 
window will pop-
up letting you 
know that your 
request is being 
processed.



The information for that hotel 
will appear on the left side of 
the screen.  The information 
will generally include the 
address, phone number, and 
web site.

There is a link for additional 
hotel information which will 
provide greater detail 
regarding the hotel i.e. 
facilities, cancellation policy, 
etc.

As there was for the air tickets, 
an OSI-Other Supplementary 
Information link exists for 
lodging as well.

The per diem allowed is once again 
displayed for your convenience.



As you scroll down the page, 
there will be a listing of 
rooms offered.  Just click the 
radio button beside the room 
you would prefer (at or 
under the government rate)



Click Save Selected 
Accommodations to 
save this selection.

Scrolling on down the page, 
you will see a comments box. 
As specified in the description 
above this comment box, 
anything typed will be 
manually reviewed by the 
TMC (resulting in the higher 
fee) 



The lodging selection is now 
saved and placed on the right 
side of the screen.



You will now select a rental 
vehicle.  On the Navigation 
Toolbar click Rental Car.



The Rental Car screen will 
appear.

The Pick-up / Drop-off dates 
& times default in based on 
the flights you selected.

GovTrip searches for rental 
car agencies in proximity to 
the airport you fly into.

You can change the class of 
car (for this example you can 
search for Mid Size) 



Click Search Rental 
Car Availability

Again, this 
window will pop-
up letting you 
know that your 
request is being 
processed.



The query will bring 
back several 
selections.  To select 
one click Select and 
Continue



The selected rental car will appear 
on the left side of the screen. 

Please Note that these rental car 
reservations do not include taxes 
or fees (you will need to add these 
additional costs to the voucher).

As with the air tickets and 
lodging, an OSI-Other 
Supplementary Information link 
exists for rental cars.

The comment box going to the 
TMC is also found here (typing in 
this box will result in a higher 
TMC fee)

Click Save Selected Car to save 
the selection.



The rental car 
selection is now 
saved and placed on 
the right side of the 
screen.



Rail is also available if needed. The querying process for rail 
is similar to searching for an air ticket.  

Please Note: 
Currently rail companies do not participate in this electronic 
booking process.  You can query & select rail tickets in 
GovTrip, however, when the reservations go to the TMC, the 
booking agent must physically call the rail company to make 
a courtesy reservation for you.  You will need to pick your 
ticket up at the window/ticket counter before boarding.
Because the TMC must physically call the rail companies for 
reservations, this becomes a “Touched Transaction” resulting 
in a higher TMC fee.



The Other Trans tab is used to enter cost of any air ticket 
booked outside of the GovTrip software i.e. when calling 
AMEX to book your reservations.



Next, you need to enter estimated expenses under the 
Expenses tab.  Just click on Expenses on the Navigation 
Toolbar.



The Expenses 
screen will appear.  
Expenses are 
categorized under 
Non-Mileage and 
Mileage.

You are currently in 
the Non-Mileage
section



Scrolling down the page, you can see 
there are five blank expense line items.  



By clicking 
the drop down, 
you can select 
the appropriate 
expense and 
enter an 
estimated 
amount in the 
Cost field.



Once you have 
your expenses 
entered, click 
Save Expenses
at the bottom 
of the screen.



The expenses will be 
listed on the right 
side of the screen –
saved at this point.

You can add more expenses by 
using the Add Expense tool on 
the left.  Expenses must be 
entered one at a time at this 
point.



The Mileage tab gives you 
the opportunity to add 
Privately Owned Vehicle 
(POV) mileage. 



After selecting POV under the 
Expense Type, enter the number of 
miles you anticipate to drive in the 
Miles field.  Then GovTrip will 
automatically calculate the cost.

Click Save Expenses
when complete.



The expense will be 
saved on the right side 
of the screen.



The Receipts tab is used to electronically attach 
hard copy documents (most of the time its used 
for attaching receipts). This tab will be discussed 
when completing the voucher for this trip.



The accounting should be selected next.  Click on 
the Accounting tab on the Navigation Toolbar.



To find your appropriate 
accounting, you click on the 
Find Accounting Label or just 
use the drop down and click 
on the appropriate 
accounting. 



Once you click the drop 
down, simply click on the 
accounting you need.



Once you select an accounting, it 
will appear at the bottom of the 
screen and your costs will be 
broken down by the expense 
category to the right of the screen.



The next item to look at is the 
Additional Options tab.



Under Additional Options, the first 
item you will see is your profile.  

Through this Profile you have 
access to change or modify almost 
anything in your profile.

The profile also has sub-categories:
• My Account Information
• My Additional Information
• My Preferences



Per Diem Entitlements
is the next item you 
will look at.



The Per Diem Entitlements screen displays the lodging 
reimbursements along with the M&IE reimbursements.



To modify these costs, you will need to click 
Edit beside the date you want to modify. (You 
will edit 9/20 for this example)



At this screen, you will have 
the ability to claim actual 
lodging, adjust for meals 
provided, or adjust for 
personal time taken while on 
travel.

To adjust for a meal 
provided, check the box 
for the meal provided. 
(Lunch for this example)



Then scroll to 
the bottom of 
the page…

If you needed to claim actual 
lodging cost, simply enter the 
cost here



…and click the 
Actual Lodging box

If you used a 
personal day and 
had to remove the 
lodging & M&IE, 
click the Leave box

Click Save These 
Entitlements when 
finished.



The only item changed for this example was the 
lunch provided on 9/20.  As displayed the M&IE 
amount for 9/20 was reduced appropriately.



The Partial Payments tab is a feature used by 
individuals on extended travel.

The Advance tab can only be used by software 
administrators.  If you have a need for an advance, 
please contact Travel Services by phone or e-mail 
(304-480-8000 or travel@bpd.treas.gov)



The final step in this 
process is the 
Review/Sign tab.



The first screen you come 
to under Review/Sign is a 
Preview Screen

This first comment box is where you 
need to place any comments you 
want to pass onto a reviewer, 
approving official, etc. (No charge 
will occur for using this box)

Please note this next box states 
that this is comments to the Travel 
Agent. (Typing in this box will 
result in the higher TMC fee)

As you scroll down this page…



…you can review all of your 
reservations and the costs you 
estimated for this trip.





Click Save and Proceed To 
Pre-Audit to continue



A couple of audit flags for non-contract fare appear 
that require a justification. There are two flags 
because you selected a flight with two segments.

You cannot type a 
justification, you will need to 
select one from a list by 
clicking Reason Codes



The reason codes screen will appear. Simply place 
a check by the one or ones that apply. (You will 
use C3 for this example). Click Save (not shown 
here) at the bottom of the screen when finished.



The first flag now has a justification.  Now 
repeat the process for the second flag.



Click Save And Proceed To Digital 
Signature when finished.



The SIGNED stamp will be defaulted 
in the field.  Simply click Submit 
Completed Document



Click Accept



Upon clicking Save and Continue, the document will be immediately 
routed to the TMC for booking –the reservations are made at this time.
Also a TAV (Travel Authorization & Voucher) fee will be added to the 
document.  This TAV fee goes to Northrop Grumman (the vendor of 
GovTrip) and also a portion of the fee goes to GSA.  The TAV fee is 
charged at the time the voucher is approved. TAV fees are as follows:

• TDY Voucher $16.25
• Local Voucher $12.50



Upon submitting the document, you will be 
taken back to your authorization home page.  
The auth you just created is currently in a 
SIGNED Status.  



In production, the status at this time would change to CTO SUBMIT 
(meaning it has been submitted to the TMC to book the reservations).  
It will stay in that status for approximately 20 minutes before 
returning from the TMC. Upon returning from the TMC, the 
document will be stamped CTO BOOKED and continue on through 
the normal routing to the Approving Official.  (This document is in 
the Training Database – so it will not go to the TMC to be stamped 
CTO SUBMIT or CTO BOOKED) 



To print a hardcopy of this 
authorization simply click the Print 
link and the hardcopy will open in 
Adobe Acrobat.

In order to change something in the 
document, simply click View/Edit.
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